Tool 15

Planning for Informational Meetings

Equipment and Supplies Checklist

Equipment and Supplies Checklist

MEETING DATE

Wed., 9/12/2001

Thurs., 9/13/2001

Wed., 9/19/2001

Mon., 9/24/2001

Tue., 9/25/2001

HOST CITY LOCATION

BREA (WEST) -
North HILLS HOA

BREA (EAST)-
Unocal Corp.
Hartley Theater

IRVINE—Lakeview

Sr. Ctr—Dining
Room

SAN
CLEMENTE-
Commun. Ctr.

SAN JUAN-
Community
Ctr.

1248 Beechwood Dr.,

376 S. Valencia, Brea,

20 Lake Road, Irvine,

100 N. Calle Seville,

25925 Camino Del
Avion, San Juan

Address:| g oo Ca 92821 CA 92823 CA 92604 San Clemente, CA | ¢ ictrano, CA
92672
92675
Tina Fisher, Club Kirsten Myers, Public | Daniel Flynn, Facility | Melissa Diggles — | Heidi, Cody, Gloria,
Contact:| Manager; Phone-o: | Affairs Coord'r.; 714- | Operations; 949-724- (949)-361-8264 Debbie — (949)
714-278-0808 x134 577-3158 6900 493-5911

On-Site Assistance:

Zeni Shelton; 577-2780

prob. Danny Jackson

Bert, Todd or Tyson

on duty staff

Special Notes:

Request 3-4 additional
IWMD staff for on-site

Will be church service in
session in MPR; No tape|

secuirty on walls,
|AN Equipment
Laptop IWMD IWMD IWMD IWMD IWMD
Lavalier/lapel mic — \ \ — —
PA / Speaker(s) / Stands v NLW (Rental) \ v v v
Projection Screen v NLW (Rental) \ v N v
Projector IWMD \ IWMD IWMD IWMD
Wired, hand-held mic v NLW (Rental) — — Podium Mic Podium Mic
Wireless, hand-held mic — \ v ? (checking) v
|Other Presentation Equipment
Easels (10 Rental/2 NLW) VNLW (Rental) | ¥ NLW (Rental) VNLW (Rental) | ¥ NLW (Rental) | ¥ NLW (Rental)
Extension Cord(s) v NLW v NLW vV NLW v NLW VNLW
Laser Pointer SMB SMB SMB SMB SMB
Podium N V \ N V
|Presentation Displays / Boards
Olinda Alpha BAS BAS BAS BAS BAS
Frank R. Bowerman BAS BAS BAS BAS BAS
Prima Deschecha BAS BAS BAS BAS BAS
Anatomy Of A Landfill IWMD IWMD IWMD IWMD IWMD
Other? ? ? ? ? ?
[sinage / Sign-In
Directional Arrows VNLW v NLW VNLW VNLW N NLW
Bathroom Locator Sign ? ? ? ? ?
Mtg. locator Signs: foam core 4  NLW /BAS? NLW / BAS? NLW / BAS? NLW / BAS? NLW / BAS?
Name Tags: Team, Attendee v NLW \ (w/ Relooc id) v NLW v NLW v NLW
Sign-In Sheet NLW / IWMD? NLW / IWMD? NLW / IWMD? NLW /IWMD? | NLW /IWMD?
|Handouts
[Ananda NA/MD NA/MD IA/MD IA/MD IAMD
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HOST CITY LOCATION

BREA (WEST) -
North HILLS HOA

BREA (EAST)-
Unocal Corp.
Hartley Theater

IRVINE—Lakeview
Sr. Ctr—Dining
Room

SAN
CLEMENTE-
Commun. Ctr.

SAN JUAN-
Community
Ctr.

Coff

ee: Starbucks (includes)

101 W. Imperial Hwy;
(so. Lambert) — 714-
529-2606

435 S. Associated Rd.
(E.of 57, N Imperial) —

5365B Alton Pkwy —
(949) 857-8102

300 S. El Camino
Real (949) 369-9520

32022 Camino
Capistrano — (949)
661-4809

1 Gal Reg/ 1 Gal Decaf (appro NLW / SMB NLW / SMB Coffee provided NLW / SMB NLW / SMB
Cups, Napkins, Stir Sticks NLW
Milk / Cream NLW
Sugar/Sweet & Low/Equal NLW

[Food, Beverage & Set-up
Coffee — Starbucks (see above NLW / SMB NLW / SMB NLW / SMB NLW / SMB NLW / SMB
Cookies NLW / SMB NLW / SMB NLW / SMB NLW / SMB NLW / SMB
Water v NLW v NLW v NLW v NLW vV NLW

* Food & Bev. Table Set-Up
Baskets (3) v NLW v NLW v NLW v NLW v NLW
Coffee Cups (?) v NLW v NLW v NLW v NLW v NLW
Napkins v NLW v NLW v NLW v NLW vV NLW
Spoons/Knives/Forks v NLW v NLW v NLW v NLW v NLW
Tablecloths (6 oblong\ 2 round v NLW v NLW v NLW v NLW v NLW
Water Cups v NLW v NLW v NLW v NLW vV NLW

|Supp|ies

* Presenter/Office
Chart Pads v NLW v NLW v NLW v NLW v NLW
Marker: Acetate v NLW v NLW v NLW v NLW v NLW
Markers: chart v NLW v NLW v NLW v NLW vV NLW
Markers: Highlighters v NLW v NLW vV NLW vV NLW v NLW
Name Tags v NLW v NLW v NLW v NLW v NLW
Note Pads ? ? ? ? ?
Pens/Pencils v NLW v NLW v NLW v NLW v NLW
Pointer: Laser SMB SMB SMB SMB SMB
Pointer: Regular v NLW v NLW v NLW v NLW v NLW
Post-it Notes v NLW v NLW v NLW v NLW vV NLW
Push Pins v NLW v NLW v NLW v NLW v NLW
Scissors v NLW v NLW v NLW v NLW v NLW
Sharpies (12) v NLW v NLW v NLW v NLW v NLW
Tape: Blue Masking v NLW vV NLW v NLW v NLW vV NLW
Tape: Duck v NLW v NLW v NLW v NLW v NLW
Tape: Scotch v NLW v NLW v NLW v NLW v NLW
Transport Boxes v NLW v NLW v NLW v NLW v NLW

* Cleaning
409 v NLW v NLW v NLW v NLW v NLW
Dish Soap v NLW v NLW v NLW v NLW v NLW
Kleenex / TP v NLW v NLW v NLW v NLW vV NLW
Paper Towels v NLW v NLW v NLW v NLW v NLW
Soft Scrub v NLW v NLW v NLW v NLW v NLW
Sponges, Wipes v NLW v NLW v NLW v NLW v NLW
Trash Bags vV NLW v NLW vV NLW vV NLW vV NLW
Wisk Broom v NLW v NLW v NLW v NLW v NLW
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